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AMERICAN  PRINTING  HOUSE 
FOR  THE  BLIND,  INC. 


Dear  Ex  Officio  Trustees: 

The  American  Printing  House  for  the  Blind,  Inc.  has  a rich  history  of 
over  140  years  as  the  world's  oldest  and  largest  resource  of 
educational  materials  designed  or  adapted  for  blind  and  visually 
impaired  students.  As  an  Ex  Officio  Trustee  of  APH,  you  are  charged 
with  administering  the  funds  allocated  to  each  of  your  registered 
students  under  the  Federal  Quota  Program.  It  will  be  your 
responsibility  to  determine  how  those  designated  quota  credits  are 
used  to  purchase  materials  for  educational  programs.  We  hope  that 
this  booklet  will  give  you  the  tools  necessary  to  proceed  with  your 
important  tasks. 

After  reviewing  this  information,  please  let  us  know  if  we  can  further 
assist  you  with  the  administration  of  the  Act  to  Promote  the  Education 
of  the  Blind  as  it  relates  to  the  provision  of  services  to  your  students 
and  clients.  The  staff  of  APH  is  eager  to  work  with  you  and  to  receive 
your  feedback  and  suggestions  to  improve  products  and  services. 

We  look  forward  to  a long-term  professional  relationship  with  positive 
benefits  for  the  students  and  clients  we  jointly  serve. 

Sincerely, 


The  world’s  largest  source  for  adapted  educational  and  daily  living  products  - since  1858. 

1 839  Frankfort  Avenue  • RO.  Box  6085  • Louisville,  Kentucky  40206-0085 
502-895-2405  • Fax:502-899-2274  • E-mail:  info@aph.org  • Website  http://www.aph.org 


Tuck  Tinsley  III,  Ph.D. 
President 


Bob  Brasher 
Vice-President 
Products  and  Services 


Director 

Advisory  Services 


Advisory  Services 


The  term  "Advisory  Services"  refers  to  the  informational,  consultative, 
and  administrative  services  provided  by  APH  staff  to  support  Ex  Officio 
Trustees  in  their  administration  of  the  Federal  Quota  Program.  This 
includes  but  is  not  limited  to:  communications  to  Trustees;  field  work 
and  presentations;  implementation  of  the  Federal  Quota  census; 
catalogs,  brochures,  and  product  literature;  referral  services  and 
technical  support  for  instructional  and  technological  questions. 


Advisory  Services  Staff:  (in  alphabetical  order) 

Cynthia  Amback,  Administrative  Assistant 
Phone:  502/899-2257 
camback@aph.ora 

Contact  for  Advisory  Services  information  and  assistance. 

Sandi  Baker,  Field  Services  Representative 

Phone:  502/899-2266 

sbaker@aph.org 

Contact  for  presentations  on  APH  products , product  exhibitions , and 
inservice  events  centering  on  students  who  are  deaf-blind  or  have 
other  multiple  disabilities. 

Karen  Blaker,  Educational  and  Advisory  Support  Specialist 

Phone:  502/899-2300 

kblaker@aph.oro 

Contact  for  assistance  with  Federal  Quota  Program  and  census , and  for 
conference  or  exhibit  invitations  to  promote  APH  products  and 
services. 

Charles  "Burt"  Boyer,  Field  Services  Representative 

Phone:  502/899-2264 

bbover@aph.org 

Contact  for  assistance  with  the  National  Registry  For  Visually  impaired 
Children , Birth  to  Three , ("Babies  Count")  and  support  for  parents  and 
families. 


Bob  Brasher,  Vice  President  Products  and  Services 

Phone:  502/899-2369 

bbrasher@aph.oro 

Contact  for  information  regarding  APH  policies  for  products , services, 
and  advisory  committees. 

Maria  Delgado,  Database  Field  Representative 

Phone:  502/899-2340 

mdelqado@aph.ora 

Contact  for  training  or  demonstrations  of  APH  web-based  databases  at 
national,  regional  and  state  conferences,  including  presentations  and 
hands-on  training  to  consumers,  students,  professionals  in  the  field  of 
vision,  and  University  programs. 

Will  Evans,  Products  and  Services  Advisor 
Phone:  502/899-2265 
wevans@aph.ora 

Contact  with  suggestions  for  new  products  or  for  information  regarding 
existing  products. 

Janie  Humphries,  Director,  Educational  and  Advisory  Services 

Phone:  502/899-2367 

ihumphries@aph.oro 

Contact  for  information  regarding  Federal  Quota  Program  and  census, 
presentations,  National  Instructional  Partnership  events,  field  services, 
and  consultations. 

Artina  Paris,  Advisory  Services  Assistant 
Phone:  502/899-2368 
aparis@aph.oro 

Contact  to  order  APH  catalogs  and  product  brochures. 


An  Overview  of 


The  Provision  of  Educational  Materials 

Through 

An  Act  to  Promote  the  Education  of  the  Blind 


In  the  mid-1800's,  when  schools  for  the  blind  were  being  established 
in  the  United  States,  each  school  was  responsible  for  embossing  the 
books  and  manufacturing  the  appliances  necessary  for  the  instruction 
of  its  own  pupils.  School  leaders  soon  recognized  this  as  a great  waste 
of  effort  and  resources  and  saw  the  need  to  consolidate  efforts  to 
provide  embossed  materials  for  blind  students.  In  1858,  in  an  act  of 
unprecedented  cooperation  and  foresight,  seven  states  established  a 
centralized  national  printing  house  to  meet  their  combined  demands, 
thus  founding  the  American  Printing  House  for  the  Blind  in  Louisville, 
Kentucky. 

This  successful  endeavor  set  the  stage  for  even  further  cooperation 
and  consolidation  of  effort.  The  US  Congress,  at  the  strong  urging  of 
the  American  Association  of  Instructors  of  the  Blind,  passed  the  1879 
"Act  to  Promote  the  Education  of  the  Blind."  This  act  set  up  a system 
to  provide  free  school  books  and  tangible  apparatus  for  blind  students 
and  named  the  American  Printing  House  for  the  Blind  as  the  national 
source  of  these  educational  materials. 

By  this  federal  Act,  Congress  created  a permanent  annual 
appropriation  for  the  specific  purpose  of  "manufacturing  and  furnishing 
books  and  other  materials  specifically  adapted  for  instruction"  of  blind 
students  in  the  United  States  and  its  Territories.  As  the  first  law 
enacted  by  Congress  to  support  the  education  of  students  with 
disabilities,  it  has  become  a landmark.  The  Act  and  its  resulting 
programs  administered  through  the  American  Printing  House  for  the 
Blind  make  specifically  developed  educational  materials  more  available 
and  more  effective  today  than  ever  before. 

Initially,  APH  was  chartered  to  emboss  tactile  books  and  to  produce 
simple  tangible  apparatus.  Today,  APH  continues  this  proud  tradition 
by  producing  hundreds  of  textbooks  in  a variety  of  media  --  braille, 
large  type,  electronic,  and  recorded  form  --  and  by  manufacturing  and 


maintaining  an  extensive  inventory  of  commercially  unavailable 
educational  aids,  tools,  and  supplies. 

The  system  through  which  these  specialized  materials  are  distributed 
is  known  as  the  Federal  Quota  Program.  Through  it,  textbooks  and 
aids  are  provided  free  to  eligible  blind  students  in  educational  settings 
that  range  from  early  intervention  programs  for  visually  impaired 
infants  to  rehabilitation  for  elders  who  have  age-related  vision  loss, 
from  center-based  and  residential  school  programs  to  the  regular 
classroom. 

What  is  available  through  Federal  Quota? 

A wide  variety  of  specially  designed  and  adapted  materials  are 
available  from  APH  . . . materials  for  teaching  reading,  social  studies, 
mathematics,  and  science  ...  for  assessing  and  improving  the  use  of 
low  vision  ...  for  cultivating  emergent  literacy  and  concept 
development ...  for  facilitating  sensory,  motor,  and  perceptual 
development,  for  developing  self-help  and  prevocational  skills.  Other 
examples  of  available  research-based  materials  are  braille  teaching 
programs,  talking  computer  software,  low  vision  enrichment  programs, 
infant  intervention  materials,  and  motor  skill  improvement  kits. 

Educational  tools  include  adapted  audio  recording  equipment,  devices 
for  writing  braille,  and  talking  computer  hardware.  Special  supplies 
such  as  braille  and  bold-line  papers,  special  binders  and  notebooks, 
and  other  consumable  materials  used  in  the  classroom  are  also 
available. 

New  and  adapted  materials  are  developed  at  APH  by  the  Department 
of  Educational  and  Technical  Research.  Formed  in  1952,  the  Research 
Department  conducts  on-going  basic  and  applied  research  which 
results  in  the  development  of  new  products  and  in  the  improvement  of 
adaptation  of  existing  products  needed  by  the  field. 

The  demand  for  specific  products  is  determined  by  needs  assessments 
based  on  input  from  consumers,  teachers,  Ex  Officio  Trustees,  and 
other  professionals  in  the  field.  These  assessments  actively  monitor 
needs  in  various  areas  of  curriculum  and  skills  development.  They 
assess  the  requirements  of  the  diverse  student  population  — from 
infants  and  preschoolers  to  adventitiously  blinded  senior  citizens. 

The  identification  of  a needed  product  that  is  not  commercially 
available  leads  to  research  that  develops  a prototype  of  the  item  and 


to  field  testing  that  refines  effectiveness  and  safety.  From  the 
Research  Department,  the  product  is  manufactured  and  inventoried  for 
sale. 

How  are  these  materials  distributed? 

The  distribution  of  materials  available  on  Federal  Quota  and  the 
determination  of  programs  eligible  for  them  follows  a distinctive  and 
very  effective  model.  The  American  Printing  House  for  the  Blind  is 
responsible  for  the  overall  administration  of  this  law  that  provides 
educational  materials.  This  is  accomplished  through  an  impressive 
network  of  professionals  designated  as  Ex  Officio  Trustees  of  APH. 

Originally,  the  Ex  Officio  Trustees  were  superintendents  of  residential 
schools  for  the  blind  --  but  as  education  and  rehabilitation  programs 
have  evolved,  so  has  the  administration  of  the  Act.  In  1906,  adult 
rehabilitation  centers  were  declared  eligible  for  Federal  Quota  funds, 
as  were  public  school  programs  in  1912.  Private  and  parochial  schools 
were  ruled  eligible  in  1970.  Thus,  the  Ex  Officio  Trusteeship  has 
expanded  to  include  the  heads  of  state  departments  of  education, 
rehabilitation  agencies,  private,  nonprofit  schools  for  the  blind,  and 
programs  for  students  who  are  multi-handicapped,  in  addition  to 
superintendents  of  residential  schools  for  the  blind. 

A Federal  Quota  account  is  established  for  each  umbrella  school  or 
agency.  The  Ex  Officio  Trustee  is  legally  entrusted  with  the 
administration  of  the  Federal  Quota  Program  for  students  within  his  or 
her  system.  This  includes  determining  the  manner  in  which  Federal 
Quota  funds  are  spent,  approving  and  processing  all  orders  for  Federal 
Quota  materials,  and  conducting  the  annual  census  of  eligible 
students.  Also  the  Trustee  is  entrusted  with  the  public  role  of  defining 
the  provisions  of  the  Act  of  1879  to  interested  parties  as  well  as  with 
advisory  responsibilities  for  future  textbooks,  products,  publications, 
and  services. 

How  does  the  Federal  Quota  Program  work? 

As  prescribed  by  an  Act  to  Promote  the  Education  of  the  Blind, 
Congress  makes  an  annual  appropriation  for  the  provision  of  the 
special  Federal  Quota  materials.  This  appropriation  is  divided  by  the 
total  number  of  eligible  students  in  educational  programs  on  the  first 
Monday  of  the  preceding  January.  This  division  results  in  a per  capita 
amount  of  money  that  is  then  multiplied  by  the  number  of  eligible 
students  in  each  Federal  Quota  account.  The  resulting  total  is  credited 


to  each  respective  account,  thus  establishing  each  agency's  annual 
"quota"  to  be  used  for  the  purchase  of  APH  materials. 

By  law,  no  part  of  the  appropriation  can  be  used  for  the  erection  or 
leasing  of  buildings.  The  Printing  House,  out  of  its  own  funds,  provides 
the  buildings  and  equipment  necessary  for  the  production  of  materials 
supplied  through  the  Federal  Quota  Program. 

Who  is  eligible? 

The  determination  of  eligible  students  and  the  distribution  of  materials 
available  to  them  on  Federal  Quota  follows  a distinctive  and  very 
effective  model. 

In  order  to  determine  who  is  eligible  for  Federal  Quota  materials,  an 
annual  national  census  is  taken.  The  effective  date  of  this  registration 
is  the  first  Monday  in  January  of  each  year. 

For  students  to  be  eligible  to  participate  in  the  Federal  Quota  Program, 
they  MUST  fulfill  the  following  requirements. 

• Meet  the  definition  of  blindness  — that  is,  have  a central  visual 
acuity  of  20/200  or  less  in  the  better  eye  with  correcting  glasses 
or  a peripheral  field  of  vision  no  greater  than  20  degrees. 

• "Be  enrolled  in  a formally  organized  public  or  private,  nonprofit 
educational  program  of  less  than  college  level." 

• Be  enrolled  with  the  registering  school  or  agency  on  the  first 
Monday  in  January. 

Several  factors  to  remember  are: 

• There  is  NO  chronological  age  requirement  for  eligibility. 

• Students  must  be  working  at  less  than  college  level. 

• Students  cannot  be  registered  by  two  schools  or  Federal  Quota 
accounts. 

• Adults  to  be  registered  must  be  receiving  a minimum  of  20  hours 
of  instruction  per  week  in  an  educational  program.  For  these 
purposes,  an  adult  is  a student  over  school  age  as  determined  by 
respective  state  law. 


How  are  eligible  students  counted? 

Each  Ex  Officio  Trustee  is  responsible  for  collecting,  compiling,  and 
submitting  to  APH  the  annual  census  of  eligible  students.  State 
departments  of  education  are  responsible  for  reporting  students  in 
public  school  programs. 

For  each  student,  the  following  information  must  be  reported: 

Name 

Date  of  birth 

School  system  or  agency  in  which  student  is  enrolled 
Grade  placement 

Measurement  of  vision  in  right  eye 
Measurement  of  vision  in  left  eye 
Primary  reading  medium 

APH  processes  the  data  reported  by  the  Trustees  by  electronically 
screening  all  records,  eliminating  ineligible  students  and  duplicate 
registrations.  After  review  by  the  respective  Trustee,  the  final  number 
of  eligible  students  is  determined. 

The  cycle  continues  . . . The  appropriation  from  Congress  is  divided  by 
the  total  number  of  eligible  students,  thus  determining  the  per  capita 
Federal  Quota  allocation. 

How  are  these  materials  accessed? 

All  orders  for  materials  to  be  purchased  with  Federal  Quota  funds  must 
be  directed  through  the  Ex  Officio  Trustee.  Each  Federal  Quota  order 
must  carry  the  Trustee's  approval  as  the  Trustee  bears  the 
responsibility  for  the  manner  in  which  these  monies  are  used. 

Trustees  and  other  professionals  have  created  a variety  of  effective 
methods  for  materials  delivery  to  numerous  students  over  a lengthy 
period.  One  particularly  effective  approach  has  been  the  establishment 
of  educational  materials  centers  which  centralize  the  distribution  and 
recirculation  of  these  valuable  educational  resources. 

Teachers,  administrators,  students,  parents,  and  service  providers  are 
encouraged  to  call  an  Ex  Officio  Trustee  or  the  American  Printing 
House  for  the  Blind  for  consultation  on  educational  materials,  needs,  or 
services. 


Specialized  advisory  and  consultant  services  are  also  provided  through 
the  Act  to  Promote  the  Education  of  the  Blind.  A highly  knowledgeable 
staff  is  in  place  at  APH  to  provide  assistance  to  all  who  provide 
materials  and  services  to  learners  who  are  blind  or  visually  impaired. 

This  specialized  division  of  APH  is  the  Department  of  Educational  and 
Advisory  Services.  The  role  of  Advisory  Services  is: 

• To  provide  direct  and  in-the-field  assistance  and  consultative 
support  to  Ex  Officio  Trustees  and  service  providers 

• To  provide  information  regarding 

--the  process  by  which  eligible  students  are  registered  to  receive 
materials  through  the  Federal  Quota  Program 
--the  range  and  nature  of  materials  available  to  eligible  students 
--and  the  appropriate  selection  and  use  of  these  materials. 

• To  provide  catalogs  and  other  informational  literature  about  APH 
products,  textbooks,  and  services. 

Through  Advisory  Services,  APH  personnel  are  available  to  conduct 
training  sessions,  presentations,  and  workshops  in  availability, 
teaching  methodology,  and  prescriptive  use  of  the  specially-designed 
materials. 

APH  also  supports  and  maintains  Louis,  an  on-line  database  and 
reference  service  that  furnishes  information  on  the  availability  of  books 
and  materials  in  accessible  media.  This  central  listing  is  essential 
because  of  the  wide  demand  for  titles,  especially  textbooks,  and  the 
many  volunteers  and  agencies  producing  these  materials  in  braille, 
large  type,  and  recorded  form.  The  comprehensive  Louis  database 
directs  its  users  to  thousands  of  accessible  books  available  from 
hundreds  of  agencies. 

For  more  than  a century,  an  Act  to  Promote  the  Education  of  the  Blind 
has  been  affecting  change  in  the  lives  of  Americans  who  are  visually 
impaired.  Through  materials  that  range  from  accessible  books  to  fine 
motor  development  materials,  from  braille  writing  equipment  to  talking 
computer  products,  and  an  outstanding  network  of  Ex  Officio  Trustees, 
APH  and  the  Act  address  the  specific  learning  needs  that  a vision  loss 
creates.  It  is  the  purpose  of  the  Act  and  its  Federal  Quota  Program  to 
place  the  most  appropriate  educational  aids,  tools,  and  supplies  in  the 
hands  and  lives  of  each  person  who  is  visually  impaired. 
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What  is  Federal  Quota? 


The  Federal  Act  to  Promote  the  Education  of  the  Blind  was  enacted  by 
Congress  in  1879.  This  act  is  a means  for  providing  adapted  educational 
materials  to  eligible  students  who  meet  the  definition  of  blindness.  An  annual 
registration  of  eligible  students  determines  a per  capita  amount  of  money 
designated  for  the  purchase  of  educational  materials  produced  by  the 
American  Printing  House  for  the  Blind  (APH).  These  funds  are  credited  to 
Federal  Quota  accounts  which  are  maintained  and  administered  by  APH  and 
its  Ex  Officio  Trustees  throughout  the  country. 

Who  is  Eligible? 

In  order  for  students  to  be  eligible  for  registration  in  the  Federal  Quota 
Program,  they  MUST  meet  the  following  requirements. 

• meet  the  definition  of  blindness  --  "central  visual  acuity  of  20/200  or 
less  in  the  better  eye  with  correcting  glasses  or  a peripheral  field  so 
contracted  that  the  widest  diameter  of  such  field  subtends  an  angular 
distance  no  greater  than  20  degrees" 

• "be  enrolled  in  a formally  organized  public  or  private,  nonprofit 
educational  program  of  less  than  college  level" 

• be  enrolled  with  the  registering  school  or  agency  on  the  first  Monday  in 
January 

There  is  no  chronological  age  limit  for  eligibility. 

Adults  to  be  registered  must  be  receiving  a minimum  of  20  hours  per  week 
of  instruction  in  an  educational  program.  For  these  purposes,  an  adult  is  a 
student  over  school  age  as  determined  by  respective  state  law. 

How  Does  the  Federal  Quota  Program  Work? 

A Congressional  appropriation,  designated  to  provide  educational  materials 
for  students  who  meet  the  definition  of  blindness,  is  made  each  October  in 
the  federal  budget.  This  allotment  is  divided  by  the  total  number  of  eligible 
students  in  educational  program  on  the  first  Monday  of  the  preceding 
January.  This  division  results  in  a per  capita  amount  that  is  then  multiplied 
by  the  number  of  registered  students  in  each  Federal  Quota  account.  This 


amount  is  credited  to  each  respective  account,  thus  establishing  each 
account's  "quota"  for  the  federal  fiscal  year. 

The  money  from  the  federal  appropriation  is  deposited  in  a bank  account 
separate  from  all  other  monies  handled  by  APH.  The  quota  funds  are  used 
for  the  payment  of  labor  and  materials,  plus  a reasonable  administrative 
overhead.  By  law,  no  part  of  the  appropriation  can  be  used  for  the  erection 
or  leasing  of  buildings  or  for  the  training  of  personnel.  The  Printing  House 
must,  out  of  its  own  funds,  provide  the  buildings  and  equipment  which  are 
necessary  for  the  production  of  the  materials  supplied  through  the  Federal 
Quota  Program. 

Who  Are  the  Ex  Officio  Trustees? 

For  each  residential  school  for  the  blind,  state  department  of  education,  or 
agency  for  the  blind  that  participates  in  the  Federal  Quota  Program,  an  Ex 
Officio  Trustee  of  the  American  Printing  House  for  the  Blind  must  be 
designated.  Each  Ex  Officio  Trustee  is  entrusted  with  the  administration  of 
the  Federal  Quota  Program  within  his  or  her  system.  The  current  Directory  of 
Ex  Officio  Trustees  may  be  downloaded  from  the  Web  site. 


Responsibilities  of 
Ex  Officio  Trustees 
of  the 

American  Printing  House  for  the  Blind 


Federal  Quota  Census 

The  Registration  of  Blind  Pupils  for  Purposes  of  Administering 
the  Act  to  Promote  the  Education  of  the  Blind 

The  Federal  Quota  census,  or  "registration,"  records  students  who  are 
eligible  for  materials  through  the  Federal  Quota  Program.  The  total 
number  of  eligible  students  in  the  United  States  and  its  territories  is 
divided  into  an  annual  appropriation  made  by  Congress.  This 
determines  the  per  capita  Federal  Quota  allocation  for  the  ensuing 
fiscal  year  which  begins  on  October  1. 

The  Ex  Officio  Trustee  is  responsible  for  collecting,  compiling,  and 
submitting  to  APH  the  annual  registration  of  eligible  students  enrolled 
in  educational  programs  on  the  first  Monday  of  January.  The  Ex  Officio 
Trustee  is  also  responsible  for  approving  and  signing  the  final 
registration  forms  and  the  official  certificates  relating  to  the  Federal 
Quota  Program.  The  Ex  Officio  Trustee's  signature  — not  a stamp  — is 
required  on  these  forms. 

Prompt  responses  and  attention  to  deadlines  are  essential  in  order  for 
APH  to  make  monies  available. 

Federal  Quota  Orders 

It  is  the  responsibility  of  each  Ex  Officio  Trustee  to  administer  the 
funds  allocated  under  the  Federal  Quota  Program.  Orders  for  materials 
to  be  purchased  with  Federal  Quota  funds  are  to  be  approved  and 
signed  by  the  Trustee  and  forwarded  to  the  American  Printing  House 
for  the  Blind  where  a credit  allocation  has  been  established.  Each  Ex 
Officio  Trustee  determines  how  quota  credits  are  used  to  purchase 
materials  for  educational  programs  for  students  who  are  visually 
impaired  under  his  or  her  jurisdiction. 


Communication 


The  channeling,  dissemination,  and  processing  of  all  APH 
correspondence,  documents,  announcements,  inquiries,  etc.  are  to  be 
handled  under  the  direction  of  the  Ex  Officio  Trustee.  This  includes 
communications  regarding  Federal  Quota  orders,  recommendations  of 
materials  to  be  published,  printed,  or  developed,  and  requests  for 
information  relating  to  the  Act  to  Promote  the  Education  of  the  Blind. 

APH  is  eager  to  assist  Ex  Officio  Trustees  in  communicating 
information  to  consumers,  professionals,  and  parents.  Please  contact 
the  Department  of  Educational  and  Advisory  Services  for  ideas  and 
materials  as  well  as  to  arrange  on-site  inservice  training  sessions, 
product  use  workshops,  and  a wide  variety  of  field  visit  formats! 

Annual  Meeting 

The  Annual  Meeting  of  the  Ex  Officio  Trustees  of  the  American  Printing 
House  for  the  Blind  is  held  in  Louisville  each  fall.  The  counsel  of 
Trustees  is  crucial  to  the  company;  therefore,  participation  is 
requested. 

Committees 

Two  standing  committees,  made  up  of  Ex  officio  Trustees,  act  in  an 
advisory  capacity  to  APH.  These  are  the  Educational  Products  Advisory 
Committee  and  the  Educational  Services  Advisory  Committee. 
Committee  members,  who  serve  rotating  terms,  are  elected  at  the  APH 
Annual  Meeting.  Meetings  of  these  committees  are  held  each  spring 
and  fall.  An  ad  hoc  nominating  committee  is  appointed  before  each 
Annual  Meeting  for  the  purpose  of  nominating  a chairperson  and 
members  for  each  of  the  Advisory  Committees. 

Note:  The  Ex  Officio  Trustee  for  a Federal  Quota  account  is 
appointed  by  the  head  of  each  respective  organization:  head  of 
the  state  department  of  education,  superintendent  of  a 
residential  school  for  the  blind,  or  the  executive  officer  of  other 
agencies  serving  the  blind . Forms  for  designation  of  the  Ex 
Officio  Trustee  are  available  through  APH.  Prompt  notification 
to  APH  of  any  changes  in  Trusteeship  is  essential  to  insure 
continuing  service. 


Procedures  for  Ordering  Materials 
From  APH  Using  Federal  Quota  Funds 


Ex  Officio  Trustees  of  the  American  Printing  House  for  the  Blind  (APH) 
are  entrusted  with  seeing  that  quota  funds  assigned  to  their  accounts 
are  used  properly.  They  are,  therefore,  required  to  approve  all  federal 
quota  orders  charged  to  their  accounts. 

Each  year  on  September  30,  the  end  of  the  federal  fiscal  year,  the 
accounting  books  are  cleared  of  all  federal  quota  monies  which  have 
not  been  spent  or  encumbered.  These  monies  are  then  reallocated  on 
a per  capita  basis  among  all  federal  quota  accounts.  To  avoid  loss  of 
unspent  monies,  orders  and  encumbrances  must  reach  APH  by 
September  30.  Faxed  and  mailed  orders  must  be  received  by 
noon  (Eastern  time)  and  Web  orders  must  be  received  by  4:30 
p.m. 

Ordering  Procedures 

When  approving  federal  quota  orders,  certain  procedures  must  be 
followed. 

• Either  the  Trustee's  signature  or  stamped  signature  must  appear 
in  the  box  at  the  top  of  the  order  form. 

• Number  federal  quota  orders  consecutively. 

• Enter  the  federal  quota  customer  (account)  number  on  the  order. 

• Verify  catalog  numbers  with  those  listed  in  our  catalogs  or  on 

Louis. 

• Specify  the  catalog  number  and  the  medium  (i.e.,  braille,  large 
type,  or  cassette)  of  all  books  being  ordered. 

If  an  ordered  item  has  not  been  received,  please  contact  APH 
Customer  Service.  Please  do  not  send  duplicate  orders  for  such  items. 

Teachers  or  administrators  of  local  school  districts  may  cancel  orders 
(except  for  made-to-order  books  or  large  print)  by  notifying  APH  in 
writing,  with  a copy  of  the  cancellation  letter  to  the  Trustee. 


Written  or  telephone  inquiries  regarding  the  status  of  an  order  will  be 
accepted  from  the  local  school  originating  the  order.  In  the  case  of  a 
written  request,  a written  response  will  be  made  to  the  inquiring  party; 
a copy  will  be  sent  to  the  Ex  Officio  Trustee.  When  inquiring,  please 
identify  each  order  by  federal  quota  order  number  or  school/agency 
purchase  order  number.  Our  toll-free  number  is  800-223-1839. 

APH  Federal  Quota  Order  Management  on  the  Internet 

This  system  can  be  accessed  through  a link  from  the  APH  Web  Site. 
Federal  Quota  customers  can  browse  through  a list  of  APH  products, 
place  Federal  Quota  orders,  check  the  status  of  their  open  Quota 
orders,  and  check  their  Quota  balances.  Passwords  are  used  by 
customers  to  insure  the  security  of  this  information. 

Non-Quota  Orders 

Items  can  also  be  purchased  by  check,  Visa,  MasterCard,  Discover,  or 
with  a purchase  order. 


APH  Returns  Policy 


Defective  Merchandise: 

APH  makes  every  effort  to  inspect  merchandise  before  it  leaves 
our  facility.  If  by  chance  you  do  receive  an  item  which  is 
defective,  we  will  repair  or  replace  it  at  no  cost  to  you.  (We 
reserve  the  right  to  choose  whether  we  will  repair  or  replace  the 
item.)  In  the  case  of  items  that  have  a specific  warranty,  we 
must  be  notified  within  one  year  of  the  date  the  item  was 
shipped  to  the  end  user.  In  the  case  of  items  that  do  not  have  a 
specific  warranty,  we  must  be  notified  within  30  days  of  the  date 
the  item  was  shipped  to  the  end  user. 

Other  Returns: 

We  want  you  to  be  satisfied!  You  may  return  a nondamaged  item 
for  any  reason  within  60  days  of  the  date  that  the  item  was 
shipped  from  APH,  subject  to  the  following  conditions: 

• We  require  prior  authorization  for  a return.  Write  or  call  APH 
Customer  Service  to  explain  which  items  you  would  like  to 
return.  We  will  give  you  a Return  Authorization  Number. 

When  returning  the  items  to  APH,  please  write  this  Return 
Authorization  Number  on  the  outside  of  the  shipping 
container.  APH  will  refuse  a product  return  if  the  Return 
Authorization  Number  is  not  written  on  the  outside  of  the 
shipping  container. 

When  returning  items  to  APH,  include  your  original  purchase 
order  number  or  a copy  of  the  original  packing  slip  or  invoice. 
This  will  allow  us  to  process  your  return  more  quickly. 

• Items  must  be  in  resalable  condition. 

• A 10%  restocking  charge  will  be  deducted  from  your  refund. 
This  charge  will  not  exceed  $15.00  per  item  for  individuals 
and  $50.00  per  item  for  organizations. 


Note:  The  following  items  may  not  be  returned  for  any 
reason  other  than  defects: 

Special-order  items,  including  custom-made  books 

Large  type  books  (catalog  number  prefixes  4-,  F-,  L-,  J-  or 
N-) 

APH-DOTS  Braille  Books  (catalog  number  prefix  Q-) 
Thermoform  Braille  Books  (catalog  number  prefix  T-) 


ATIC  Books 


Guidelines  for  Approval  of 
Federal  Quota  Documents 


Federal  Quota  Registration  Forms  and  Certificates 

APH  distributes  two  sets  of  Federal  Quota  Registration  forms  each 
year.  The  first  set  is  used  for  the  preliminary  registration  of  eligible 
students  who  are  enrolled  as  of  the  first  Monday  in  January. 

These  forms  do  not  require  the  signature  of  the  Ex  Officio  Trustee. 

The  second  set  of  forms  lists  the  final  registration  of  eligible  students 
and  reflects  corrections  or  deletions  made  to  the  preliminary 
registration.  A Certificate  of  Attendance  for  Final  Registration  of  Blind 
Pupils  will  accompany  the  final  registration  forms.  This  document 
shows  the  finalized  number  of  students  registered  by  your  Federal 
Quota  account.  The  signature  of  the  Ex  Officio  Trustee  is 
required  on  both  the  set  of  final  registration  forms  and  on  the 
Certificate  of  Attendance.  Stamped  or  initialed  signatures  are  not 
acceptable. 

Federal  Quota  Orders 

The  approval  of  the  Ex  Officio  Trustee  is  required  on  all  federal  quota 
orders.  The  following  methods  of  approval  are  acceptable: 

• The  Trustee's  signature 

• The  Trustee's  stamp,  initialed  by  the  person  using  the  stamp 
(necessary  even  if  the  person  using  the  stamp  is  the  Trustee). 

Additions  to  Federal  Quota  orders  must  be  approved  by  the  Trustee  in 
the  above  manner. 

Cancellation  of  a federal  quota  order  may  be  made  by  local  school 
districts  in  writing  to  APH,  with  a copy  to  the  Ex  Officio  Trustee. 

APH  will  respond  to  order  status  inquiries  directly  from  local  schools. 
For  written  responses,  APH  will  respond  in  writing  with  a copy  to  the 
Ex  Officio  Trustee. 


APH  Federal  Quota  Order  Management  on  the  Internet 

This  system  can  be  accessed  through  a link  from  the  APH  Web  Site. 
Federal  Quota  customers  can  browse  through  a list  of  APH  products, 
place  Federal  Quota  orders,  check  the  status  of  their  open  Quota 
orders,  and  check  their  Quota  balances.  Passwords  are  used  by 
customers  to  insure  the  security  of  this  information. 

NOTE:  When  inquiring  about  a federal  quota  order,  please  provide  the 
APH  order  number. 


Revised  10/07/02 


The  first  Monday  in 
January  is  the  official 
determining  date  for 
registration  of  all 
students  who  meet  the 
definition  of  blindness 
and  are  enrolled  in  a 
formally  organized 
educational  program  at 
less  than  college  level. 


Disks  and  instructions 
for  the  registration  of 
eligible  students  are 
sent  to  Ex  Officio 
Trustees. 


March  15  is  the  deadline 
for  returning  the 
preliminary  registration 
to  APH. 

APH  checks  all  data  and 
runs  a computer  search 
for  duplicate  names. 


Federal  Quota 
Registration 
Administered  by 
the  American 


Printing  House 
for  the  Blind, 


The  annual  federal 
budget  appropriation  is 
reported  to  APH.  The 
per  capita  amount  is 
determined  and  Ex 
Officio  Trustees  are 
notified  of  funds 
credited  to  their  federal 
quota  accounts. 


A list  of  possible 
duplicate  names  and  of 
data  needing 
clarification  is  sent  to 
trustees  by  APH. 


Trustees  must  respond 
by  a specified  deadline. 


After  duplicates  are  deleted 
and  data  clarified,  two  sets 
of  final  registration  forms 
and  Certificates  of 
Attendance  for  Registration 
of  Blind  Students  are  sent  to 
trustees.  A copy  of  each 
must  be  signed  and  returned 
to  APH  by  a specified 
deadline. 


* 


. 
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SRS 

Student  Registration  System 
For  Federal  Quota  Census 


The  APH  Student  Registration  System  (SRS)  program  is  the  current 
process  for  reporting  data  used  in  the  Federal  Quota  census.  All 
accounts  reporting  over  25  students  are  required  to  supply  their  data 
on  disk  using  SRS  for  Windows®.  Agencies  registering  25  or  fewer 
students  may  use  either  paper  or  the  SRS  program. 

Here's  how  SRS  Works 

APH  provides  the  following,  free  of  cost,  to  those  accounts  using  SRS: 

• SRS  for  Windows®  program 

• A disk  containing  the  final  student  data  from  the  previous  year  for 
your  account 

• A User's  Manual  for  the  SRS  program 

• One  blank  paper  registration  form 

Besides  updating  and  maintaining  student  records,  the  SRS  program 
provides  other  features  for  users  that  broaden  applications  and 
respond  to  input  from  Ex  Officio  Trustees. 

Enhanced  features  include: 

• The  ability  to  print  or  to  display  on  the  screen  all  student  records  in 
lists  corresponding  to  data  categories  or  to  print  student  records  in 
subcategories  as  reported.  An  example  would  be  by  name,  by  birth 
date,  by  primary  reading  medium,  etc. 

• Ability  to  scroll  through  and  review  a listing  of  alphabetically 
arranged  student  records 

• Ability  to  identify  and  print  possible  duplicates 

• A blank  25-character  field  to  be  used  at  the  option  and  discretion  of 
the  Ex  Officio  Trustee 


• Ability  to  produce  and  print  reports  showing  the  total  number  of 
students  in  each  subcategory  as  well  as  statistical  tables  based  on 
student  data 

• Ability  for  users  to  print  their  own  registration  forms  which  can  be 
used  in  collecting  data  from  the  schools  and  agencies  that  report  to 
them. 

This  easy-to-use  program  comes  with  a detailed  user's  manual  as  well 
as  friendly  "support  persons"  who  are  as  near  as  your  telephone! 

Trustees  wishing  to  receive  more  information  about  the  Student 
Registration  System  should  contact  Karen  Blaker  in  the  Department  of 
Educational  and  Advisory  Services  at  APH,  (800)  223-1839,  ext.  300. 


About  Louis  and  Other  Databases 


The  American  Printing  House  for  the  Blind  (APH)  currently  houses  a database 
called  the  Louis  Database  of  Accessible  Materials  for  People  who  are 
Blind  or  Visually  Impaired.  Louis  contains  information  about  more  than 
152,000  titles  of  accessible  materials,  including  braille,  large  print,  sound 
recordings,  and  computer  files  from  over  200  agencies  throughout  the 
United  States.  Louis  searching  is  free  from  the  APH  web  site  and  requires  no 
password. 

What's  Included  in  Louis ? 

Over  152,000  records  are  listed  in  Louis , including  braille  books,  large  type 
books  and  pamphlets,  music  scores,  electronic  books,  sound  recordings,  and 
tactile  graphics.  Many  fields  of  study  are  covered  by  these  materials, 
including: 

• Textbooks  and  other  educational  materials 

• Braille  teaching  materials 

• Recreational  reading  for  children,  youth,  and  adults 

• Music 

• Computer  instruction 

• Much  more! 

Louis  is  updated  every  day! 

Who's  Included  In  Louis ? 

The  American  Printing  House  for  the  Blind  and  approximately  200  agencies 
from  across  North  America  are  presently  listing  their  holdings  in  the 
database.  Listings  from  Recording  for  the  Blind  and  Dyslexic  (RFB&D)  are 
included  in  full.  Louis  provides  a link  to  the  National  Library  Service  Union 
Catalog. 

Information  about  how  to  add  titles  to  Louis  is  available  from  the  Resource 
Services  Department  of  APH. 


Some  of  the  Louis  features 


• Complete  bibliographic  and  location  information  on  materials  in 
accessible  media: 

—Braille 

—Large  Type 

—Recorded 

—Computer  Disk 

—Tactile  Graphics 

• Fast,  user  friendly  searching:  Louis  offers  speech-friendly  interfaces 
that  feature  searching  by  title,  author,  subject,  agency,  or  "keyword". 

How  Can  I Access  Louis ? 

You  can  access  Louis  two  ways. 

1.  Through  the  Internet.  Go  to  the  APH  web  site  at  www.aph.ora  and 
follow  the  links  for  Louis . There  is  a nifty  help  page  available  from  the 
Help  button  on  the  first  search  page. 

2.  Call,  e-mail,  or  fax  the  information  to  be  searched. 

-Phone:  800-223-1839 

—E-mail:  resource(a)aph.ora 

-Fax:  502-899-2363 


Louis  Training  Program  _ 

APH  sponsors  a training  program  designed  to  help  users  learn,  practice,  and 
thoroughly  test  the  different  search  options  of  the  database. 

The  goal  of  this  free  training  is  to  help  users  learn  to  retrieve  information 
that  is  useful  and  relevant  to  work,  study,  and  personal  interests.  The  type 
of  searches  and  the  time  allowed  for  hands-on  training  will  depend  on  the 
interests  of  the  group,  as  well  as  the  level  of  computer  proficiency.  The 


training  is  provided  anywhere  in  the  continental  U.S.,  and  can  accommodate 
different  age  groups. 

For  more  information  about  the  program,  please  contact: 

Maria  E.  Delgado 

Louis  Database  Field  Representative 
Phone:  800/223-1839,  ext.  340 
E-mail:  mdelQado@aph.org 

We  hope  this  answers  your  questions!  Please  feel  free  to  call  or  e-mail  if  we 
can  be  of  further  assistance. 


APH  File  Repository 

Louis  also  allows  Ex  Officio  Trustees  and  "authorized  entities"  (as 

defined  by  the  1996  Chafee  Amendment  to  the  Copyright  Law)  to  download 
APH  software  or  braille  files  created  by  APH,  braille  files  from  volunteer  state 
or  government  agencies,  and  files  from  publishers  that  are  ready  for  braille 
translation.  The  cost  for  each  download  is  $25. 

To  find  these  files  in  Louis,  do  your  search  as  normal  but  limit  your  search 
by  selecting  "File  Repository"  in  the  "medium"  box.  The  files  available  for 
download  will  have  a note  beneath  the  title  saying  so.  Any  questions  can  be 
answered  by  contacting  APH  Resource  Services,  resource@aph.org  or  by 
phone  at  1-800-223-1839. 


AMP 


The  American  Printing  House  for  the  Blind,  creator  of  the  web-based  Louis 
and  Fred's  Head  databases,  has  another  valuable  tool  for  the  visually 
impaired  community  called  AMP.  AMP,  more  formally  known  as  the 
ACCESSIBLE  MEDIA  PRODUCERS  DATABASE,  includes  the  names,  locations, 
and  qualifications  of  producers  of  accessible  materials  for  visually  impaired 
and  blind  individuals. 

Immediate  advantages  of  this  tool: 

• Seekers  of  media  producers  can  click  on  the  AMP  hyperlink  at 

www.aph.org  and  select  producer  criteria.  AMP  then  tabulates  the  data 


entered  to  provide  a list  of  producers  that  will  meet  requested  needs. 

It's  just  that  easy. 

• Accessible  Media  Producers  who  register  with  AMP  will  increase  their 
clientele  due  to  web  accessibility,  and  it's  all  "free  of  charge." 

There  are  currently  127  participating  media  producers  in  the  AMP  database 
and  it  grows  steadily  each  year.  To  register,  go  to  www.aoh.ora  and  dick  on 
the  AMP  hyperlink.  This  will  take  you  directly  to  the  AMP  web  page  where  a 
producer  may  register. 


Last  Modified:  10/04/02 


s National  Instructional 

PARTNERSHIPS 


The  National  Instructional  Partnerships  are  providing  APH  with  innovative  new 
opportunities  to  collaborate  with  the  vision  field. 

This  three-purposed  initiative  enables  APH  to  offer  a variety  of  new  services  including: 

The  provision  of  instructional  opportunities  in  the  use  of  APH  products  across 
curriculums.  Training  events  using  APH  staff  or  contracted  experts  provide  state, 
regional  and  national  training  opportunities  for  parents,  consumers,  and  personnel  who 
serve  children  who  are  visually  impaired. 

The  establishment  of  closer  relationships  with  University  training  programs.  Through  the 
provision  of  APH  product  information,  product  training,  and  a product  loan  system,  APH 
is  strengthening  collaborative  efforts  with  university  personnel  preparation  programs.  A 
new  event,  the  "Meeting  of  the  Minds,"  brings  university  personnel  together  with  APH 
staff  to  discuss  product  and  research  needs. 

The  creation  of  short,  user-friendly  videos  to  teach  and  train  consumers  on  how  to.us.e_ 
APH  products.  Instructional  product  brochures  and  targeted  product  catalogs  expand 
APH's  audience.  The  first  catalog  to  be  offered  through  this  initiative  is  family  focused 
and  filled  with  products  for  students  to  use  at  home  and  with  other  family  members. 

If  you  would  like  to  partner  with  APH  to  host  an  NIP  event  in  your  area  or  if  you  need 
more  information  regarding  the  National  Instructional  Partnerships,  please  contact  Janie 
Humphries  at  800/223-1839,  ext.  367,  or  email  her  atjhumphries@aph.org. 
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FORMS 


Designation  Form  for  Ex  Officio  Trustees  of  the 
American  Printing  House  for  the  Blind 

Order  Form  for  Agencies  Using  Federal  Quota 
Funds 


Account  Statement 


Designation  Form 
For  Ex  Officio  Trustees 
of  the 

American  Printing  House  for  the  Blind,  Inc. 

This  document  designates  the  following  person  as  the  Ex  Officio  Trustee  of  the  American 
Printing  House  for  the  Blind  for  the  purposes  of  administering  the  federal  Act  to  Promote  the 
Education  of  the  Blind.  This  designation  will  remain  in  effect  until  further  written  notice  is 
presented  to  the  American  Printing  House  for  the  Blind. 

Name  of  School,  Educational  Program,  Agency,  or  State  Department  of  Education 


Signature  of  Ex  Officio  Trustee:  

Name  of  Ex  Officio  Trustee: 

(please  print) 

Title: 

Mailing  Address: 


Phone:  ( ) Fax: ( ) 

E-Mail  Address: 

Name  of  Appointing  Officer: 

(please  print) 

^Signature  of  Appointing  Officer: 

Title: 


Date: 


* The  Ex  Officio  Trustee  for  an  account  is  appointed  by  the  head  of  each  respective  organization,  as 
follows:  head  of  the  state  department  of  education,  superintendent  of  a residential  school  for  the 
blind,  or  the  executive  officer  of  other  agencies  serving  the  blind. 


• Order  Form  for  Agencies  Using  Federal  Quota  Funds  • 


American  Printing  House  for  the  Blind,  Inc. 

1839  Frankfort  Avenue  • Mailing  Address:  P.O.  Box  6085  • Louisville,  Kentucky  40206-0085 
Phone:  502-895-2405  • Fax:  502-899-2274  • Toll  Free:  800-223-1839 

E-Mail:  info@aph.org 


Customer  No.: Order  No.: Order  Date: 

Signature  of  Ex  Officio  Trustee: 

Note:  The  signature  of  the  Ex  Officio  Trustee  ( hand  signed  or  stamped ) must  appear  above. 


Ship  To:. 


Bill  To: 


Zip  Code  Zip  Code 


APH  Catalog  No. 

Qty. 

Description  of  Product 

Price  Each 

Net  Amount 

2/96 


STATEMENT 


DATE 


American  Printing  House  For  The  Blind,  INC 

P.O.  Box  6085  Louisville,  KY  40206-0085 
(502)  895-2405 


STATEMENT  DATE 

ACCOUNT  NO. 
YOUR  CUSTOMER  NUMBER 


ACCOUNT  NAME  AND  ADDRESS 


REFERENCE 


XCR00000134 


INV00066110 

INV00070723 

INV00073253 

INV00076714 


DESCRIPTION 


AMOUNT 


C 10/01/02 
P 10/28/02 
F 10/28/02 
r 10/17/02 
I 10/08/02 
I i 0/1 1/02 
I 10/28/02 
I 10/29/02 


423.24- 

182.32- 

15970.04- 

158.41- 

16063.75 

102.00 

71.55 

45.00 


CODE: 


I - INVOICE 


P - PAYMENT  C - CREDIT  MEMO 


D 


- DEBIT  MEMO 


TOTAL 


451.71- 


THE  "TOTAL"  ON  THIS  STATEMENT  DOES  NOT  INCLUDE  THE  VALUE  OF  ITEMS  NOT  SHIPPED  OR  INVOICED. 
THE  ACTUAL  AMOUNT  OF  UNENCUMBERED  FUNDS  AVAILABLE  FOR  FOR  ORDERING  IS  $ 


' 


<IPH 

American  Printing  House  for  the  Blind,  Inc. 
1 839  Frankfort  Ave. 

P.O.  Box  6085 
Louisville,  KY  40206-0085 
502-895-2405 
Fax:  502-899-2274 
Email:  info@aph.org 
Web  Site:  www.aph.org 


10/02 


